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The Account Ability application prepares Information Returns, such as the 1099-
NEC and 1099-MISC forms. In this application, you will be performing the following:
1 Create a mapping of Webl and Account Ability 1099-NEC and 1099-MISC

reportable amount
1 Import your data for the appropriate forms.
1 Print Forms for selected recipient

OFM will be performing the following tasks in Account Ability (1099 Reporting)
application:
1 Printal | A g £889farnesgNEC and MISC) forms and Mail them to your
Recipients.
1 Perform IRS TIN-Matching
1 E-File your 1099 returns to the IRS

NOTE: while processing 1099 forms, please be very mindful about which
forms you are processing. The instructions in this document are for both
1099-NEC & 1099-MISC forms.
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1. Login to Account Ability

Special instructions:

T

Please be mindful of the users logged in from your agency and what function the

user is processing 1099 forms, as this may have an impact to your session. We

find that the application functions best with one user per client (agency) logged in
Account Ability.

AMul ti pl e user s pbkoweverlclied needs to cosrdirsate asage.a b | e
For example, if a user is importing, other user should not be editing the

r eci pprddiladr 8099 data.

Web Site:

https://ofm.wa.gov/it-systems/accounting-systems/1099-nec-1099-misc-reporting

A. Under iSystem Accesso heading, click o nLo@in to Account Abilityo .

Login to Account Ability
| inside the State Network

| outside the state Network

Note: If you do not have Citrix Receiver client installed on your PC
Please install Citrix Client. If you do not have admin rights to your machine,
please ask your agency IT staff for assistance with installing the Citrix Receiver
from Citrix.com web site.

B.Cl i ckAgoerd it o accept t he s e dhenrclictky AgLuoegs tQ noon

Install Citrix Receiver to access your applications

M | agres with the
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https://ofm.wa.gov/it-systems/accounting-systems/1099-nec-1099-misc-reporting
https://citrix.ofm.wa.gov/

Citrix StoreFront

@ Citrix Receiver X  +

C () @ https//citrixofm.wagov/Citrix/OFMStoreWeb, o % 0 O :

CiTRIX'

StoreFront

domain\user or user@domain.com

Log On

C. Enter your user name: Domain\UserAccount: ofm\JohnD1

D. Enter your password, then click the Log On button or press the Enter key, this
will bring you to the Citrix StoreFront.

@ Citrix Receiver x o+

C Y @& httpsy//citrixofm.wa.gov/Citrix/OFMStareWeb/ o ¥ O o

Citrix StoreFront

FAVORITES

Add Favorites

Go to Apps, click on Details next to your choice and then select Add to Favorites.

Page4



E. Click on the APPS tab at the top of the screen.

@ Citrix Receiver x +

c @ https://citrix.ofm.wa.gov/Citrix/OFMStoreWeb,
P g

Citrix StoreFront [

FAVORITES

AAccount Abi | ii Thg curresteepoetingtyeéaofiag may not be loaded
yet. To work in the current reporting year, click on the most recent reporting year
flag until the current year is loaded. (Typically November)

Citrix StoreFront

All Categories Ql

~
E Details E Details % Details % Details

AA2014_ PR AA2014_QA AA2015_PR AA2015_0A

% Details Details % Details % Details
AA2016_PR AA2017_PR AA2017_QA
r‘-\\\
\
Details Details ) Details Details
AA2018_PR AA2018 QA AA2019_PR / AA2019_ QA
\, y
N o

Note: If prompted with User Account Control window click Yes or Ok to
continue. There may be multiple windows.

The application should now launch.

If you see this icon,m, please wait for Account Ability to open. It may take

a little longer.

If prompted, please select [Open]

Do you want to open or save launch.ica (1.54 KB) from citrix.des.wa.gov? Open Save |* Cancel
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Please wait for logon.

@ AA2014_QA | =

Starting...
T 000 |

" . .
A More information Cancel

If prompted, always select "Full Access" to Citrix Client File Security and then
click OK. ltisveryi mpor t ant t WaltAccgssau aq@fr atnhe isof t war e
computer because the application needs the files residing on your desktop or
agencyb6s secure folders. The access rights

active session.

]

=

'w Client File Security

A zerver application iz requesting access to pour
local client files.

—What accesz: do vou want ko grant?
Mo Access

" Peaddlccose
o Full fccess ]
]

— Do you want to be asked again’?
i Always azsk me

 Mever ask me again for this server

 Mever ask me again

Canc
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. Account Ability Forms Division

Click o n  tXhoat théitop right corner of this message to close out of this

message.
Need Forms? Visit Accountability TaxForms.com * 888-IDMSINC (436-7462)

Income Tax Betwrn

vvwvw

Laser Forms ® LaserKits ® Envelopes ® Continuous Forms ® Pressure Seal
Fed/{State Labor Law Posters ® Presentation Folders ® Presentation Envelopes

Account Abilitydés Tip of the Day

This dialogue provides fADi d @liokiin CKrocwe 0
button to close out of the message.

Account Ability's Tip of the Day

Tax Form Preparation for | #4444

Did You  “You can do a guick backup of a client's forms by
Know? zelecting "Backup from the “'File" menu of the
gpecific form.

¥ Show Tips on Startup MHext Tip |
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2. Open Client (your Agency)

A.Click AModul eo and AClient (Filer/Entity)

#Z ACCOUNT ABILITY - Tax Form Prepars

Module Preferences  Forms  Window  Help .

Z Transmitker | Submitter Information. .,

Client (Filer) Management

! FJWM\ ‘?JJtlllty

Note: You can also open up the Client (Filer/Entity) Management by clicking on the

. & Client Management ) .
little man [ _ at the top right corner of the Account Ability toolbar.

B.Navigate to your agencyods Client 1D

Look for the new reporting y8&charadters,leadingent pr o
with your agency four-digit code and end with the reporting year.

C.Highlight your agencyé6s client I D and clic
Note: You can also open up a Client ID by double-clicking it.
i
. = Client ID | Mame of Filer ar Entity | Tawpayer 1D |Year | -
Tatal Clients (135} 5 Eond Fetiement And Interest T1447137 2018
o MNew... Bond Retirement And Interest
@] Edi. 01102018 HOUSE OF REFRESENTATIVES 916001092 | 2013
@, Delte.. 01102019 HOUSE OF REPRESENTATIVES 916001092 | 2015
01202018 'WASHINGTON STATE SENATE 916001130 | 2018
0 Cory.. 01202018 'WASHINGTOMN STATE SEMATE 91-6001120 | 2018
BB Active Forms... 01302018 JOINT TRANSPORTATION COMMITTEE 432083966 | 2015
—_—— 01302019 JOINT TRANSPORTATION COMMITTEE 432033966 | 2013
) 01402018 JT LEGIS AUDIT & REVIEW COMMITTE 916001900 | 2013
o, Active Users... 01402013 JT LEGIS AUDIT & REVIEW COMMITTE 916001900 | 2015
Reports - 02002018 | LEGISLATIVE EVA & ACCT PRG 911001556 | 2018
02002019 | LEGISLATIVE EVa & ACCT PRG 911001556 | 2013
Import/E xport v 03502018 OFFICE OF STATE ACTUARY 910996352 | 2015
03502019 | OFFICE OF STATE ACTUARY 910996352 | 2013
03702018 | LEGSILATIVE SUPPORT SERWICES 371652454 2008 |
ﬁjﬂ Client ID: | =3 Select ‘ ‘ () Help ‘

You may see two Cl i etnensurktbalyu arepenidgtthe Glient r y ; | U
ID for the reporting year you are planning to upload. OFM will migrate the data into
the new reporting year flag, when it is available (typically November).
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3. Open the 1099 form (1099-NEC or 1099-MISC)

A. Once you have selected a Client ID, the Active Forms dialogue opened.
Select the fiL099- NECO Q99-MISCO0 from the | ist of active

1099-MISC
1099-MEC

B. Account Ability will prompt you for a form password. This password is unique to

your agency. OFM will e-mailyouthe agency 6s thed@nsswRlaask t o
keep this password safe.

Note the same password is used for both forms
7

Client 54002014: 1099

Pazzword required

_ E

Cancel

Youmaybe prompted with t hiePI|feoalsleo wRenagd ofi | nmepsosrat
Please click OK. Each calendar year, you will have a new and distinct CLIENT

profile to use for that calendar. You will not have prior data to roll forward to the

new reporting tax year.

IMPORTANT - PLEASE READ X

O Selected Client ID - INSTRUCT
\‘12 Selected Returns - 1099-MISC {Depress ALT+F1 for IRS Instructions)

In arder to rall Forward the selected client's 2013 returns, select
“Import - > Roll Forward Prior Year,.."

From the 1099-MISC "File" menu.

Did you know that you can MINIMIZE KEYSTROKES by specifying which boxes ko use on Form 1099-MISC? Simply right-click your mouse on the caption of any box in order ta activate that box's "Designate Tab Stop" dialog.

Ok

You may also be prompted with the following, ADi d vy o ClickinNbowo? 0
Did You Know? LI

Would you like instructions?
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The form for your Client ID will come up as follow:

B 1099-MISC - INSTRUCT L A
@ File is empty FEviD FCORR(G) B CORRIC) [ Efle F 1006 | Printed
[FAFER & *atek, &14H1 S22 9L, Cly, 810, LIF COUT, B50 MELACAE gD IO .-'-_..'. B 1545 15

AGENCY HAME )
ACEMDCY HAME LIME 2 e TRIRTEY, Miscellaneous
AODRESS LLIME 1 Income
ADDREZSS LINE 2
CiTY WA 33504

Telephone: 360-407-32011 k

Fasaml 1D MNe 1 i Tyoa MECIFIENT S ID Ne®nDe L Fmragy o0 Pl e R ol RS DL LR B

P B - B T HaRE

1054-MISC

Security i s cfomtpasswordb Fachcagenoy has its swn distinct
password to the use of its forms.

If you have forgotten the forms password for your agency, please refer to your e-mail or
contact the OFM Help Desk at 360.407.9100 or HereToHelp@ofm.wa.gov.

Please provide Help Desk with the following information:
1 Identify yourself as a user of Citrix for Account Ability (1099 Reporting)
application.
1 Your full name and agency you work for
Your assigned User Name (User ID)
1 That you have forgotten your 1099-NEC or 1099-MISCf or més p dos swor d
your agency.

=
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4. Map Web Intelligence data (your source file) to Account Ability 1099 form (your
destination)

Account Ability is capable of importing different Information Returns. To ensure that the

dat a

youobve

pull ed

from Enterprise

Reporting

schema of the 1099-NEC and 1099-MISC forms, we use the Import Mapping Utility to
map the data elements from the Source file to the data elements on 1099 form.

Form Mapping (for both 1099-NEC & 1099-MISC forms)

Webl

Account Ability

1099 form

IRS Box

Not applicable

Not applicable

The IRS Box value tells where the Amount from Webi/AFRS should be
mapped to on the 1099 form.

1. | Taxpayer ID Taxpayer ID RECI Pl ENTO s
identification number
2. | Tax Type TIN Type DBA name or
3. | Vendor Name Name line 1 RECI Pl ENTO6 s
4. | Vendor Address 1 Name line 2 DBA name or Street
address (including apt.
no.)
5. | Vendor Address 2 Street address Street address
line 1 (including apt. no.)
6. | Vendor Address 3 Street address Street address
line 2 (including apt. no.)
7. | Vendor City City City
8. | Vendor State State State
9. | Vendor Zip code Zip code ZIP code
10. | Amount (Even See IRS Box value in the Source field, IRS

Calendar Year)

Total Amount (Odd
Calendar Year)

Box, to determine which IRS box to map to on

the 1099 Form.

For example, if Source IRS box value is 1, this

"1" means that the Amount is for Rents on the

1099-MISC form.

Pagell



A. Open the Import Mapping Utility byse | ect A Moctickingéd mpodt Mapping
Utilityo

File OrderBy Security Tools || Preferences Forms Window & Help D
Z Transmitter / Submitter Information...

_ﬁ_‘]jm]_[ﬁh-r Entity) Management

|- Import Mapping Utility 2
= Motec /

If prompted, select "Full Access" to Citrix Client File Security.

[ Client File Security

i

A server application is requesting access to your
local client files.

What access do you want to grant ?
" Mo Access

" Read Access
* Full Access

Do you want to be asked again?
* Aways ask me

H " Mever ask me again for this site
7 Mever ask me again

o]

't i s very i mpo FalldAocessd haft tyloa gofatnwarme t o yo
because the application needs the files resi
folders. The access rights will only be in affect during your active session.
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Account Ability may prompt you with the following question:

Import Mapping Utility for 2012 ;

J) Have vou installed the Import Mapping Ukliky on this wu:urkstatlnn?

If prompted, please select "Yes" on "Have you Installed Import Mapping Utility?"
dialogue. You are using Account Ability on a Citrix server. OFM has installed the
Import Mapping Utility on the Citrix server.

. Open your source file

Once you have selected Import Mapping Utility from the Module, Account Ability
presents with the "Account Ability i XXXX Import Mapping Utility 25.0.0.00 ,
module.

Account Ability - 2016 Import Mapping Utility 25.0.00

4 apping Source File Tiace Decimal Drelimiter Header
& On || & Nomal ' Read
-
’7 —~ —HVI - ’7(‘ DJ (r‘ Imp\ied—Hr ’7(‘ Skip—‘

Mo. | Source Field | Destination Field | Source Field | Mo. | T |

Record of &% 4 » » | L\\S? @ Manuall Tools V| Execute | Save Dutpull @ ﬂalpl Cloze |

The Import Mapping Utility may open up in minimize mode. If you do not see this
fAccount Ability - #### Import Mappmg Utility 25.0.0.00, | o o kconipatery our

tray miﬂlﬁ for the computer icon, this is your

Import Mapping Utility. Click on the icon showing up on your computer tray to
maximize the Import Mapping Utility screen.
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C. Locate the source file by clickingonthei Locat e t he sour ceiconi | e t

Locate the source file bo be used...

_%V’%

The delfoakunot maday be a folder on Citrix server.

This Citrix server location is NOT where you want to look for the text file that you
have exported from Enterprise Reporting Web Intelligence (ER Webl).

You will want to look for your file in the location where you have saved it.

The name that represents the path from the server to your computer and vice versa
i doftal Disk (6: on XXXXXO0)

Note: If you are using an agency secure network folder, please select the specific
path.

D. Click on the Drop-downar r ow t o accelwonekl® | i st of the 0

Locate your source file, then click *0Open™

Look, in; @' Desktop

I Recent
()

ty Documents
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E. Navigate to the location of your file

o
-

Libraries

A

F':Eﬂ::Eﬂ';t Places

Computer

E' Locate your source file, then click "Cpen”

)l 1099MISC_Class

“iZ Recent tems
Bl Desldtop
&g Network
1M Client

ki trinhb

,H Documents
j 1095MISC_Class
Librares
Bui, Trinh {AA nonDES user)
M Computer
& Network Drive (Q: on DESD7DSAQ302)
& Remaovable Disk (F: on DESD7DSADS0Z)

Local Disk (C: on DESDTDSADS0ZY

| Date modified

|~ Type

% CO/DVD Diive (O nn DESNTNGANGNY)
(=]

= hemovable Lisk (E: on DEaD /DSAUSUL)
g Network Drive (Y: on DESD7DSA0502)

11/3/201511:32 AM
9/23/2015 3:38 PM

10/15/2015 1:45 PM
1/28/2014 917 AM

12/16/2014 7:20 AM
10/23/2012 9:12 PM
10/23/2012 9:30 PM
12/16/2014 4:18 PM
12/16/2014 4:25 PM
1/28/2014 12:49 PM

Text Docu
Text Docu
Text Doc
Text Docu
Text Doc
Text Docu
Text Doc

o Metwork Drive {I: on DESDYDSADS0Z)

Flesoftype:  |Excel ("CSV), Text (“TXT)

I
[
=

Pl ease Remember: | f
al ways wantFultAzcegspbant
From Lceealin Di sk

resides.

Locate your source file, then click "Open™

3 1099MISC_Class

1 Recent
[} Desktop

) My Documents
ﬂ My Compaser

22 D% on Thent' (L)
3 C3 on Chent' [v)

:r.

My Computes

b

-
My Network
Places

Youwouldu s e

your

s k

Di
es

L be ali
source fil

you
t A

wer e

saved

recei

ve t

on

he ACI i ent

( Gavigaiento the Xokderxwheoe your source file

( Gs thedondgextocyrux compauter, if
your

comput e
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F.Highlight the source file

Locate your source file, then click “Open™ NS

Look in: IE} 1099MISC_Class j & @ Ef~

[Z] 0_IRS_1099_Training
[£] 0_IRS_1099_Training1093MISC

File name: ID_I RS_1099_Training ﬂ Open

IR N ;

G.ClickOKon the systemb6s thaefspencbubnstodpendhed v e k

selected source file
x|

~
1 ) To open the selected source file, click the "open button” above,

r il

(0] 4
o

H. Click the folder button to open the selected source file.

1
Click here to open the )
sefected source file
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With the source file selected, in the fSource Fieldosection of the Import Mapping
Utility, you should see the 11 data fields from the source file.

:E| Account Ability - 2012 Import Mapping Utility 21.00
Maeping | Source |

Tax Form Mapping Source File D
ﬁ - (@ S| (I\I:\Usets\trinl‘b\l]ocumenls“IJSSMISEClas P = ?

.
—
.

l.‘.

No. | Source Field D

IRS Box ke
Taxpayer Id
Tax Type
Vendor Name

Vendor Address 1 Source file
Vendor Address 2 selected
Vendor Address 3
Vendor City
Vendor State
Vendor Zip
Amount

Source Field

= = 000 DN LR =

-0

In the Tax Form field, click on drop down list and select the proper 1099 schema.
This will populate the destination section of the Import Mapping Utility.

tapping | Source I

1 TaxFom
’7 10899-HISCiRg

E Account Ability - 2012 Import Mapping Utility 21.00

”W'EIchel

TaxForm—— | Mapping — [~ Source File
[1000-m1sc gl || &5 B || [V\41RS_1035_MISC_Reporting\2012_Account Abiity\IRS_1_Rent g|
Mo. | Source Field | Destination Field |_Source Field
1 IRSBox Selett - Name line 1
2 Taxpayer Id M_lsc t?“ form to MName line 2
3 TaxType display its schema | Syeet address line 1
4 Vendor Name (the fields in the Street address line 2
5 Vendor Addresq1 Destination) City
6 Yendor Addresq 2 State
7 Vendor Addresd3 Zip code
g WYendor City USPS Delivery Point
9 Vendar State Foteign addiess indicator
10 Vendw Zip Foreign city, province, postal code
211 Amount TIN Type N/A
Taxpayer id

Mame control
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Determine which IRS Box to place the amount by evaluating the IRS box on the
1099 form (Destination Field section) the amount (Source Field) should be mapped.

@ Account Ability - 2013 Import Mapping Utility 22.00 - I O I

tapping I Sourcel

a Tax Form——— Mapping Source File Decimal Dielimiter Header
. ) * Nomal ' Read
- ’7 = ’7@ E—‘ ’7IV.\Users\tnnhb\Documents\D_IHS_ e & ’7 o lmp"ed—‘ ’}ab =l ’7 P
= T
E: Nol | Source Field | [ "t I Destination Figld | | Source Field Mo, | | -’
E 1 IRS Bor Mame line 1
E 2 Taxpayer Id Mame line 2
E 3 Tax Type Street address line 1
Foo4 Wendor Mame Sheet address line 2
5 endor Address 1 City
1 E ndor Address 2 State
£ T Wandor Addresz 3 Zip code
Fill 8 Wetdar City USPS Delivery Paint
9 Yendor State Fareign address indicator
= 10 Wendlr Zip Fareign city. province, postal c...
11 Amou TIM Type M4
Tawpayer id
Mame control

Account humber
CFSP Reporting State
Direct zales indicator
2nd TIN indicator
Rents

Royalties

Other income
Federal income gk withheld
Fishing boat pydceeds

Medical angfealth care
Monemplgfee compensation
Substitys payments

Crop jAzurance proceeds
Fopéign ta= paid

reign country or US possessi...

wranciva anldan narachoba o

cooooooo oo
TR0 00 0000000 — —Hess D e — 5 e s |

L

om0 e e e e e e e e e e e e e e e e e e e e

=1

Execute | Sawe Dutput

Record 1 of

a. Whil e in fnReadlocatbéltelaa emr o vnodiBBBaxd $our de
field.

The "Read Header" will give you the label for the fields in the source file.
The IRS Box field is row 1 in this example.

[T ——

b. Cl i clISkipbn rfadi o but t oand make a nénal néteeohtidee r
value in the AI RS Box0 source field
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Example:

The IRSBox valueisi 1 6T.hi s tells you that the enti.
Source fil e Rerdgssomé& ppe o niMISE iorm IDegirgation
Field).

Account Ability - :

Mapping I Source I

Tax Farm
|7|1 099-HISC ~|
ield
21
a1
|l f, for example, the I RS box value is fA30
particular Source file is mapp-BIBCt o Ot he

form (Destination).
K.Switch to AReado Header
L. Start mapping Source Field to Destination Field on the 1099 form by

a. Highlighting Source field
b. Double click correlating Destination field
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